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Training Objectives 
 
The purpose of this training session is to cover the key features and functionality 
of the Evaluation and Award module. 

 
At the conclusion of the training session, you will be able to: 

 
q Analyze Vendor Activity 

q Enter a paper response for a vendor 

q Add attachment to supplier paper response 

q Evaluate solicitation responses 

q Award by item 

q Finalize award 

q Publish Award 

q Reverse a solicitation award 

q Re-award reversed award 
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Solicitation Evaluate and Award 
 

Activity 10.1 View Supplier Activity 
 
1. From the Solicitations tab, click Review/Award Formal Solicitations 

 
 
2. Click the Solicitation Activity icon in the Actions column 

 
3. View the supplier names and information on the Supplier Activity page 

 
 
4. If no activity, you can notify suppliers by clicking Notify Selected Suppliers button 

(Optional – N/A for Missouri at this time) 
 
5. Enter subject, recipients and message 
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6. Click the Submit and Return at the bottom of the page 
7. Click Done at the bottom of the screen to return to the Award Formal Solicitations 

home page 
 

 
Note: If the vendor has entered a Draft bid, you will not be able to



7/5/2016 STRICTLY CONFIDENTIAL & PROPRIETARY INFORMATION 
Perfect Commerce 

6 

 

 

Activity 10.2 Enter Paper Response 
 
1. From the Solicitations tab, click Review/Award Formal Solicitations 

 
 
2. Click the Evaluate Supplier Response icon from the Actions column for the 
solicitation 

 
 
 
3. If there are responses, collapse Award Summary 

 
 
 
 
 
 

4. Select the Paper Response radio button 

 

5. Click orange Continue button at bottom of page. 
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6. Type the most unique part of the supplier name in the Name field and add an asterisk to 
refine the search 
 
 
 
 
 
 
 
7. Click the Search button 

8. Select the radio button beside the desired supplier name within the Search 
Results section 

 

9. Click the Continue button. 
10. Follow the Wizard from Overview to Collaboration (by clicking on the tabs across the 

top of the screen (defaults to Overview; Click on  Requirements Tab) 

 

11. Complete Requirements – update fields if any, otherwise, click on Questionnaire Tab 

12. Complete Questionnaire Responses (some bids will not have all these fields) – if 
none, click on Respond Tab 

13. Proceed to and complete the Respond section for each line (as appropriate) 

• Enter the Pricing that the Supplier has provided in their Paper Response 

• Enter the Manufacturer Name and Part No, Supplier Part Number and Part 
Number Extension (if provided – these are used in Catalog type items, but not 
in all bids) 

• Enter the Delivery Date indicated by the Supplier 

• Enter any comments provided by the Supplier 
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14. Click the Save button on the bottom of each page, if multiple lines, click next # 
until you have completed all the line items. 

 
 

15. Before submitting your draft bid, you can attach any documents associated with that 
bid.  To add a document associated with the line item, click the paperclip icon under 
Item Actions or Response Actions. 

 

16. Typically, a buyer would attach a scanned copy of the actual bid sent by the vendor.   
Scroll up to the top of the page and click the Attach Documents tab.   Then click the 
Add Attachment button, Browse and Upload. 
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17. Once all lines have been responded to, click the Review and Submit button at 
the top of the screen to the right of Draft Bid.   

 

18. Review your response for accuracy and then click the Submit button. 

 
19. Once your bid has been successfully submitted, click Close at bottom of screen to 

return to Add Paper Response screen. 
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20. To enter additional paper responses, search for the next supplier, and repeat the 
process. If there are no additional responses, click Cancel button to return to 
Evaluation and Award Screen. 

 

 
 
 
Note: If it is a Pending vendor or the vendor is not showing to select, then a paper response cannot be 
entered. The vendor must be notified of either of these situations before the paper bid can be tabbed in. 
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Activity 10.2.1 Review Suppliers and Documents 

1. Click the Review Suppliers and Documents radio button and Continue 
 
Documents that have been added to the solicitation using the paper response 
functionality are identified with the words ‘Paper Bid next to them. 

 
 
2. You can view attached documents by clicking the paper clip icon. 
3. To add documents, Click the Add Attachments link beside a supplier 

 
4. Click the Browse button. 
5. Locate a document on your computer’s desktop to attach. 
6. Click the Open button. 
7. Click the Upload button. 
8. Click the Close button. 
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Activity 10.2.2 Publish Bid Responses 
 

1. Select Award method and click Continue 

 
2. Select a publish action, then click Next button. 

 
3. If publishing All Responses, note that confidential attachments are not visible.  

 
Click Next button. 
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4. At Award Notes tab, enter any notes to be included in report. 

 
5. At Award Attachments tab, click Attach Documents link and browse for any 

documents to be attached to report.  Upload, Click Save button. 
6. Click Show me how it looks button to view report.  
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7. If publishing custom report, at Step 2 (Select a Publish Action tab), click Publish 
Custom Report. 

8. Follow same process for Vendor Attachments tab. 
9. Under Award Notes, put details for custom report.  

 

 
10. Since there is no award in this case, no attachments are necessary. 
11. Click Show me how it looks.  
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Activity 10.3 Evaluate a Solicitation 
 
1.  From the Solicitations tab, click Review/Award Formal Solicitations 

 
 
2. Click the Evaluate Supplier Response icon from the Actions column for the 

solicitation 

 
3. Utilize the Award Tracker (Total Award Summary) at the bottom of the page to see a 

summary of all bids and processes as awards are process. Note you may need to 

click the double chevron at the bottom right to raise the window, if it’s been 

previously hidden: 

 
 

 

4. Use Scoring to assist in Awards, when used as part of Solicitations 
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The Review page displays a side by side comparison of Vendor responses with 
color indicators identifying whether or not a response to a question was 
submitted and a check mark to indicate that a response has been scored. 

 
(Green = Response Submitted / Red = Response Not Submitted) 

 

5. Click the Award Bid by Item radio button  

6.  Click 
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7. Click the check box beside the lowest supplier responses for each item on this page 
 

8. Click at the bottom of the page for multiple items for award (moves from 
Solicitation Item No 1 to 2 

9. Click the item See Details icon to view additional item information 

 
10. If more than one vendor submitted a bid, you may Click the Award to Multiple 

Vendors check box  for the item in order to process 

 
 
 
 
 
 
 
 
 
 
11. Click the checkbox beside the two lowest supplier responses for the item on this 

page 
12. Click Done to proceed 
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13. Click the Evaluation Notes button. 

14. Click the Add Notes button. 

15. Type “The two awarded suppliers for each item had the lowest responses” in the text 
box 

16. Click the View/Edit Justification icon  

17. Type “Supplier is local and can provide delivery in less than 24 hrs” 
 

Note: After a Justification is entered for a solicitation item at the time of evaluation the View/Edit 
Justification icon will be green. A green View/Edit Justification icon will indicate that a buyer 
has previously entered in a Justification reason for the solicitation item. View all previously 
entered Justifications by clicking on the View/Edit Justification icon . 

 

 

18. Repeat steps 3 and 4 until all items have been awarded 

19. Click  

20. Click  

21. Click the “Submit to Workflow button” 

22. A note that “This solicitation has been submitted to pre-award workflow approval” will 
pop-up, Click “Close” 

23. This will take you back to the Award Formal Solicitations List Page 
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Activity 10.3.1 Export Bid Tab 
 

1. Click Evaluate and Award icon, Click Award by Item and then the orange Export Bid 
Tab button. 

  
 

2. Open or Save the downloaded Excel file. 
 
 
 
 

Note: The document opens in an Excel format in the Summary view, and there are 3 views 
 

 

Summary View – provides summary information on the Solicitation: 

 
 

 
 

3. Click the Response by Item tab at the bottom of the Excel file to display the supplier 
responses for the solicitation items 
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Note: You can download this document to your computer for further evaluation or manipulation of 
the data during the evaluation process 

 

 

4. Click the Response by Vendor Tab to see the Vendor Responses with a side-by- 
side comparison of the responses.  It sorts the bid information by vendor. 

 
5. Close the Bid Report excel file 
6. Click the Done button on the Item Award Report page 
 
 
 

 

Note: Contact information is located on the first tab. There are other fields on the 2nd tab that will 
be used if additional line item fields are used in the bid.   
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Activity 10.3.2 Awarding no-line item bids 
1. From the Solicitations tab, click Review/Award Formal Solicitations 
2. Select the Evaluate/Award icon 

 
3. If vendor has not attached a document, you will need to Click the radio button to 

enter a paper response. 

 
4. Enter the name of the supplier and click the Search button 

 
Select supplier and click Continue button. 

5. Go to Attach Document tab. Click Attach Document button  

 
Browse for document and click Upload button. 
 
Return to Evaluate and Award screen.  You will only see one Award option. 
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Click Continue button 
 

6. You may award to One or Multiple suppliers. 

  
Select Supplier(s) to Award to, you may need to click the ‘Award to Multiple 
Suppliers’ in order to select more than one. Click Done and Submit for Pre-award 
approval. 
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Activity 10.4 Finalize Solicitation Award 
 
 

The Finalize icon will appear after all approvals have been completed. No changes to the 
solicitation award can be made by the originator of the solicitation without having to re-submit the 
solicitation back into workflow. 

 
1.  Click the Finalize Award of Bid icon  from the Actions column for the 

Solicitation from the Actions￼  from the Actions column for the 
Solicitation from the Actions column for the Solicitation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Brings up this screen: 

 2.  Optional - You can Click 



7/5/2016 STRICTLY CONFIDENTIAL & PROPRIETARY INFORMATION 
Perfect Commerce 

25 

 

 

3. Scroll to the Vendor Email Form. 
4. Complete in the required fields. 

5. Click 
6. Click 

7. Click 
 
8. If no Email Notification is required skip 4-7 and Type the word “YES” in the 

Confirmation field at the bottom of the page 
 

9.  Click 
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Activity 10.5 Publish Award Report 
 
1. Under Finalized Awards, click the More Actions icon. 

  
2. Click the Publish Award Report icon 
3. Select a Publish Action 
4. Click button at Publish Only Awarded Responses 
5. Click Next button. 

 

 
 

6. Vendor Documents tab defaults to display attachments, uncheck if you don’t want to 
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display. Click Next button. 

7. At Award Notes tab, enter award notes.  Click Next button. 

 
8. At Award Attachments tab, click Attach Documents link, browse, upload.   

9. Click Save button. 

 
10. Click the Show me how it looks button at the top of the page. 

11. Close the solicitation board view window by clicking in the top right corner of the 
page. 

 

12. Click the Close button- Returns you to the Finalized Formal Solicitation Page 
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Activity 10.6 Reverse a Solicitation Award 
 
1. Click the Solicitations Dropdown and Select “View Archived Formal Solicitations” or 

“View Archived Informal Solicitations” depending on your type of solicitation 
 
2. Click the Additional Icons (3 dots) to see the additional icons for your Solicitation. 

Click Reverse Award icon for your solicitation 
 
3. Click the Uncheck All link at the top of the Select Suppliers to Notify section 

 
 

4. Type “Wrong Award Document associated during the Finalize Award process” in the 
Reason for Reversal text box 

 
5. Type “Yes” in the Reversal Confirmation text box 

 
6. Click the Submit button 

7. Click the Close button 
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Activity 10.7 Re-Award Reversed Solicitation 
 
1. Click the Finalize Award of Bid icon for your solicitation 

 
2. Click the Publish button  

3. Click the Publish Only Awarded Responses radio button  

4. Click the Attach Document(s) link 
 
5. Click the Browse button  

6. Locate the appropriate document on your computer’s desktop. 
 

7. Click the Open button  

8. Click the Upload button  

9. Click the Save button  

10. Click the Close button - Returns you to the Finalize Formal Solicitation Page 

11. Click the Uncheck All link at the top of the Select Vendors to Notify section 
 
12. Type the word YES in the Confirmation field at the bottom of the page 

 
13. Click the Submit button  

14. Click the Close button - Returns you to the Award Formal Solicitations List 


